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8. SUPERVISORY/MANAGERIAL DESIGNATION

E] IS]  Firstor Second level supenvisor: An individual who performs supervisory work and managerial responsibilities that require accomplishment of work through combined technical
and administrative direction of others and meets the requirements for coverage as described in the General Schedule Supervisory Guide.

E] Al Anindividual {as defined in Section 7103(a)(10) of Tide V of the U.S. Code) who is autharized to hire, direct, assign, promote, reward, transfer, lay off, suspend, discipline, of
femove one of more employees, of effectively recommend such action. The exercise of this responsibility is not routine or clerical in nature, but requires the consistent exercise
of independent judgment.

D M| Amanager who directs the work of an organization; is accountable for the success of fine or staff programs; monitors, evaluates, and adjusts program activities; and pelfums
the full range of duties outlined in the General Schedule Supervisory Guide. May also include deputies who fully share responsibility for managing the organization or who serve
as an alter ego to the manager.

D [8] A management official (as defined in Section 7103(a)(11) of Title V of the U.S. Code) wha formulates, determines or influences an organization's policies. This means creating,
establishing, or prescribing general principles, plans, or courses of action for an organization; or bringing about a course of action for the organization. Management officials
must actively participate in shaping the organization's policies not just interpret laws and requlations give resource information or recommendations or sefve as experts of highly
rained professionals who implement of interpret the organization's policies and plans.

D [Tl “Team Leader" This position meets the requirements for coverage under Part Il of the General Schedule Leader Grade Evaluation Guide.

m IN]  None of the above applies. Thisisa non-supefvisory/non-managerial position.
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relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes of their implementing regulations.
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 “'OFHICE OF ECOSYSTEMPROTECTION © - & .
' ENVIRONMENTAL ENGINEER GS-0819-12
ENVIRONMENTAL SCIENTIST GS-130-1301-12
| BIOLOGIST GS 401-12: -
* POSITION DESCRIPTION
I INTRODUCTION. - - . - S I

This position is located-inthe EPA New England Region, Office of Ecqsysteni‘l?rotecﬁqn,‘thé
‘Industrial Permits Brafichof the Municipal Permits Branch.. Since the 1990'5the US Congress
has expressed concerns that a substantial number of water discharge permits-have expired or .

never been‘issued sircetlieestablishment of the NPDES Permit program in, 19727 THiS includes
‘whatiarerclassified:as:bothimajor-and ninor. point.source:permits Hrider S¢ction 402.of the.Clean
- Water-Act: ‘Permits.aressued normdlly: for-a fivesyear periodiand:nigedto-berreissued: The

program has been largely delegated to'the states-to issug permits with EPA oversight, however, in . B

_ New Erigland, two statesthave as yet to be delegated. These are Massachusetts and New ) ,

~  ~Hampshire. Fora variety of reasons including resourcé:constraints, new mandates and ° » . |
_regulations, and other-factors, EPA and the states have-not:been able to keep-up with reissuance ’

over. several years.to.reduce this backlog to 10-15% of:éxpifed of. expiring.permits. In addition,
_ new watér quality standaids establishing Waste Load Allocation requirements-for “impaired
. ‘waters” under Section303(d) of the CWA have-become a national issue with Congress and
. various Environmental Groups: .Issuance of NEDES Permits has become a significantly. miore "
.compléx.task as the country strives to balance the rieeds to:meét challefiging.water quality =
. requirefoents for'a hostof pollutants against the availability of technology and economig féalities -

.of cominunities and‘industfy. -

" ntwo funcfionial vnits, OEP is pulling togethér the available expérienced resources.in:the Region °

. - tofocus on reissuance of expired or expiring permits in'the region. These two units are the

Industrial Permits:Branch and the Municipal Permits Branch. Many of the permis are’very . LA
‘complicated due to riew réquirements 6r past history of compliance. A niimbér-of thenew ~ *
requirérents include new sludgze handling rules, stoim water tules, resélution of combined sewer
overflows, results of toxicity testing.over.a number of years, new ‘water-quality standards, .

. pretreatinent stanidards for municipalities, priority poliutant analysis requirernents, establishment *

of TMDL loadings on impaired waters, new cooling water intake regulations, Endangered’ '

_' ) Species,Aét and Essential Fish Habitat Act requirements, and many other issues: These

-
-

requirements have significantly increased the complexity of the péermit writer’s position and have
required extensive.new. training requirements and skills in developing thé perimits, coordinating: *-

with' other EPA, Federal -and State Agencies, and riegotiating Permit requirenients with
municipalities-and industry. g ; :
“The incumbent serves as a permit writer in the Industrial Permits Branch or the Mﬁpicipal

Pérmits Branch of the OEP. As such the incumberit is tasked with draftiig, negotiating,
coordinating,-and issuing major and mirior permits for facilities, primarily those in the states of

" » ¢
. . B
B
. B
' ’ ' .
. . .
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Massachusetts and New’H'ampshlre This"includes not only developing pemut requifé‘ments but
negotlaung conditions between a dlverse group including the perrmttec, other federal dgencies
‘such as Fish and Wildlife and National Marine Fisheries, various.environmeéntal groups and other
public interests; the state agencies With jurisdiction, among others. Asa permit writer, the:
incumbent acts mdependently tobring the permits from initial draft to final i issuance with only
the most complex issues being referrcd to. hlgher management.

L MAJOR DUTIES.AND RESPONSIBILITIES - L

1. The incumbent-works with the supérvisor and the state to estabhsh initial-permit workload
priorities along witl potential local, regional, or national issues for pe“ﬁr‘nts assigned. Assigned
pérmits are then the responsibility of the incumbent. The incumbent reviews the permit
apphcatlon intheconitextof past permitting history and compligiée amd establisties 4 framework |

"for.developmentvoﬁthe new:periit considering all. new.Tequiterents toiissue d permit whichswill.
“meetstate:and:nationial water.quality.requirements; :Each-permitiisiunique: dependmg on

geo g;aphw Iocation, receiving water, availability of water quality data and modeling, regulatory .
standards, type of treatment presently exxstmg and a host of other techmcal,.economxc, and public

considerations. . . e L . P

2=-The 1ncumbent~1s responsible-for- thevofﬁcnal-admlmstratlve récord-forthe- permit-and-must:
.establish an orderly.process for all information dcveloped by the writer or.others which will be.

B sub_;ect to potential-legal appeal

3. The incumberit conducts extenswe technical review of all prior mfo:matlon and new

information about the permittee, the discharge, type of {reatment employed, expected 1 new
treatment requlrementS“ impacts on the permittee, public concems, other: agency concerns, new
regulatory requirements, etc. This normally entails visit(s) to the permltted facility and

-discuissions with the pcrmlttee consultants, the state officidls and mary others. The in¢umbént is-

expected to be-lead.person-in these discussions and meetings.and as such.is.expected'to be-fully
technically qualified, a highly quahﬁed cpmrnumcator, and expenencecl to mdependently carry.
out thls requuement

4. The incumbent develops penmt conditions based on tlie parncular facts of the penmt at hand
and determines the needs for coordiriation with other EPA and staté technical staff to gather

. add1t10na1 information and insure others agree with technical conclusions. Specifically, the

‘incumbent coordinates with the EPA Office of Environmental Stewardship regarding
énforcement actions and potenual enforcement of the permit as well as fhe Pérmit and

“Compliance, System managers for future mionitoring needs of the permit, Evaluation includes.

Best Conventional Treatment Limits (BCT), Best Available Treatment (BAT) for conventional
and toxic pollutants, calculation of limits needéd, .determining where upgrades are needed to
treatment systems to meet limits, evaluation of water.quality impacts and evaluation of economic
achievability. ‘In many cases the incumbent will have to work with the permittee and a number of
other partles to balance the requirements of meeting water quality standards'and the technical arid
economic problems associated with rpeetmg new standards.

.
2 i
‘
» .
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oo '5.. The 1ncumbent also’ determmes any addtttonal requirements needed in the.pefiit such as
sludge handling, Best Management Practicés (BMPs) for control of-spills, runoff, etc., Whole
Effluent Toxicity Testing (WET) requirements, schedules for necessary upgrades, storm water,
pretreatment programs, Endangered Species Act anid Essential Fish Habitat Act requirements,

. . among other requirements. The incumbent is expected to communicate this information to the
permittee and other parties interested in the permit as the permit is‘drafted to mmnmze potenttal
-formal comment on the permif.

A 6. The moumbent prepares a “statemént of basis” or “fact sheet” which details the technical and

.other, analysis used-in'making the permit decision, final draft penmts transthittal letters, and
' pubhc notice 6f the'permit, Incumbent receives publtc comment on the permit and resolves
.issues to make a final determiriation for final permit issuance. In the instance of requests for
_public heanng, ng, incumbent makes a prehmmary -determination and réviews with the immediate
. :SUpervisor.. Where-public hearings-are.to be:hield;:incumbentwillt be.feqiiired.to-coordinate thé:
- hearingrand:may-setve:as hearing-officer. Incumbent-mll»then fifakera; prelunmary determmatton
of the EPA decision on parttcular comments received and prepare response to comment for
immediate supervxsor concurrence ' : )

= g

e PPNt onas 4 remer mm

7 The incumbent may be called to provxde oral or wntten téstimony-in the instarice of appealed

T

_-“penmts :to"provide-the basis for the-permit-decision—

€ -
- 3 ——

permittees that share the same perrmt requirements and/or xmplementmg, general pérmits by
- conducting tasks such as reviewing Notices of Intent, authorizing discharges, responding to
mfon'natton requests, prov1dmg assnstance to current and potenttal permittees. . -

i & Incumbent staysrcurrent on new- developments in the field of wastewater. management and
! _ Coninuously seeks opportunities for professional self developmen’g -

F L —— o
- . - -

9. Performs other duties as assigned.

.....

, .
i W ¢

Lo ] 'FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION

- The incumbent sérves as an knowledgeable contact on thé NPDES Pernnt prograrn both
techmcally and from a regulatory standpoint. The iicumbent most possess a detailed technical

- . knowledge of engineéring and scientific pnnclples associated with water, pollution control and

P prevention and the ability to apply EPA, state and local environmental regulations regarding

: _ storm water and other wastewater to specific municipal, commercial, and transportation proj jects.
The-incumbent must also possess a detailed technical knowledge of the Clean Water Act

PO 1nc1udmg waste water treatment requirements, technologies and water quahty principles relating

P -to attaining water quahty standards and staté'of the art structural and institutional solutions in a

5 ~° variety of settings. The incumbent must possess a well developed mterpersonal skills with

approved ability to develop and 1mplement new, umque and 1nnovattve- pollutton preveéntion

- i

‘8. The incumbent} may be responsible for devclopmg general permits that cover a Iarge class of
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techmques ina mature program that has trad1t1onally rehcd on end-of—plpe control freatment

- -and discharge requirements: The incumbent muist posséss above average ability to communicate

verbally and in writing. -

'I_[:rhiniog' both on the job and offsite and experience.gained as a permit writer at EPA in
developing complex NPDES Permits allows the.incumbent to be proficient in operating

’ o independently to develop any assigned permit and see it through issuance. Incumbent must be,

.able to evaluate-technical feports and data and negotiate with permittées-and:other interested
parties such as envxromnental groups regardmg efﬂuent limits, schedules for comphance and
ther speclal conditions. T

———

’ Depth of knowledge

’ FACTOR2 SUPERVISORY CONTROLS

sector or both

2; A minimum, of three years expenence associated:with. Clean Water Actor related

program activities such as perfnits, pretreatment and water quality; etc, This expenence may
have been obtamedm‘the‘pubhc or'pnvate sectors g e o

e 1 re———-

3. Astrong, analyncal ability to review complex data and make recommendatroos for corrective .
action which are legally, techmcally and economically Justrﬁable '

Supervrsor makes assigriments in terms of specific-permits and; tasks wrthm the perrmttmg
-process as well-as respon51b111ty for carrying out assrgmnents for development :of NPDES.
Pefmits. Incumbent is expected to act indépendently, review new issues with the supervisor.
Technical work is normally accepted as professional and‘in need of minimal cofrection.
Incumbent has the latitudé to use judgement on when'to’ ‘ormg issues to' hrghermanagement

* Inéumbent determines daily pnonues within broad guidelines from management in terms of

deadlmes and goals for the year. SuperviSor reviews completed work products-as-a final check

.on conformance with current gurdelmes and pollcy prior to public nouce of the, perrmts

’

. FACTOR 3. ‘GUIDELINES

Guidelines consist of techiniical, engineering and scientific manuals such as- EPA documents
prepared to update and train Permit Writers, Water Quality standards developed by states and

_EPA, Code of Federal Regulations for the Water Permit Program, Clean Water Act; various'

supplemental guidance both nationally and regional, other Federal and Staté Agency directives
.and documents, information in scientific and engiricering manuals, and on the job consultation
with peers and others in the fiéld. The incumbent independently selects, interprets and applies -
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guidance while modifyiig and adapting them as needed. J udgement-and originalify-are required
in relating guidance toneW prog'iamrequi:emems, The incumbent must rely on education; . '
training, past experience and pmt'essionai judgement t0 solve problems-for which there often aré
no specific solufions or defined guidance. The incumbent rr_mst-e)_cplain and:jwstify the pr0pose_d
solution(s) to the public, the pemitice and their respective constituencies which may require that

the incumbent hold public hearings.

. FACTOR 4..COMPLEXITY T

* The position: of Permit Writer involves nearly every aspect of the Wastewatertreatment”
profession due’ to-ihE Variety of sources regulated and ‘the scope of 't_h‘é"féﬁ_u"xfé’rﬁpnts_ placed on the
regulated cominunity. The permit vriter may work on a paper mill permit one dayanda’ )
-n}uniiiij)il‘ti‘é'ﬁtﬁﬁit"ﬁl?ﬁt permitilie next both of which vary ﬁ‘iﬂél?_’iﬁﬁé’éﬁﬁéﬁt operations,
swaste:tye; 10 dings and effect$ ofi-water quality;ets. @i@”@@;@éﬁ;@c@dx@ b 8blEH0-
azg'ffonlyédc\"éifdpaﬂ.@‘g‘:;‘»tatemeqtfpf..bgsi.s;f9r~ the::'p‘er_m.'ir:wh.i_'sikﬁmusrholdﬁvp?igucouﬁiﬁnesessam e TR
but to be able 1 explain to the piblic in nor-technical language What is 2 very complex technical - '
decision where permittees may Jave to spend millions of dollars to construct new facilitiesto ..

. . meet more stringent lishits. Also the incumbe,ntzgguf;t_:@ooxdinate with many other parties who

ulatory role in the permit (such as Fish and Wildlife,

- —

thestatengencieh, .

e etc.-)-o;-who-ha\fe-a*vested'and-many‘timeS'opposing'int'erf:stsincludingthe*pennittee,

'

environmental groups, and the public in general.

i

lT_hé incufnbent may partiéipate in pational workgroups.and may also proi'i.des.dctailed guidance
and technical advice on permits. ‘ . e

The incurmbent will need to viork with all six New England States, Regioral and National ERA. .
. staff to.develop new 'regulatory-approaches and review scientific datd to rnake tecommqndatidﬁ'
on proper water quhlity.and“té?:ﬁﬁology-based pefmit requirements. Tt is also anti¢ipatéd that -
. {raditional end-of*pipe controktechnologies will notbe-possible and the-incumbent willbe

required to dqvclop.poﬂution prevention approaches for effluent discharges. -

. FACTOR 5. SCOPE.AND EFFECT R
The scope oi_'.tliew&ik is to develop new NPDES permit prbgrarr_l‘requitements and to assure that
." all statutes and regulations are complied within 2 consistent manner: The issuance of NPDES -
* Wastewater Discharge Permits since the inception of EPA and the Clean Water Act has been one
.of the cornerstones of cleaning up the nation’s énvironment. Without the. continued capability of
" qualified permit writers with extensive experience in the field, bngoing'-i'mprovements in
returning waters of the United States tothe goalé'set years ago could be e:-itc;psively damaged.
The coﬁlplexitjr. of the progrmn'which has evolved-over 3() years requires ever more sophisticated- -
methods to:“fine tune” the improvements i water quality (.. toxics control, cleanup of
impaired segments, etc.) and also just to-maintain the basic infrastructure for which the country
- has spent billions of dollars.and _whi'ch: impacts virtually the entire population both from a public

ealth perspective and an economic perspective.

N .
. . .
. 1
. = ‘.
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FACTOR 6. PERSONAL CONTACTS

. Personal contacts include other federal, state, and local régulators, administrators, piant |
. Imanagers, en_vironmental managers, private engineeririg consulting groups, the attormeys =
representing these contacts, peers, environmental groups; media, congressional staff, and the

.. gereral public.

" FACTOR.7.-RURPOSE OF CONTACTS

~ The'purpose’ of the'contacts is to"explain the requirements of the Clearr'W atgli‘ A_c‘t,_ néf;otiaté

NPDES Permits, respond to ‘publi¢ comment, coriduct hearings, visit sifes, answer inquiries, seek
technical information, and to the extent possible mediate disputés and persuade others to comply
‘with the CWA Tequirements. The incumbent serves as.the focal point for all technicaland * ~ -

“FACTOR 8. PHYSICAL DEMAND . -

Work is primarily in an office setting ‘with-the:exception of site visits or travel-to state or
mbent must do a certain amount of walking;
tnentplants; pumpstations; outfall locationsTete:

o

perm

.. FACTOR 9. WORK ENVIRONMENT

ittee offices. During site visits the incu
climbing; bending-or other-activity totour-trea
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The majority of the work is in an office _seitiné requiring normal safety prec;autidns' _aséociatéd
with an office envirpnr_nent.’ The work areas are adequately lighted, heated, -and ventilated.
‘Regular-and TeCTITing iravel may be required to conduct meetings with officials, from state and

) local government and-private-industry.

-

" “The incumbent-will-be expected to make field investigations of municipal-and induystrial sites.
. These sité conditions could require ‘extensive walkirig and bending, and there is a potential need
" for safety shoes, safety glasses and/or a‘hard hat as well as health and safety training.




United States

ENVIRONMENTAL PROTECTION AGENCY
Washington, DC 20460

SEPF

Position Risk Designation Checklist

AfshipBegion:_ Ko Type of Action: Corerr Leclder Prnke« s 52 RequestNo.: REGI— 455

Position Title/Series/Grade: __ v tinmertod tm} e / C K5 / | L

Full Performance Level (FPL) of Position: tpb 12,
(Risk designation is based on FPL)

Functional Title (if applicable): NTYDES {)(_f’m: b oWndas
(Position's primary function, e.g., official positicn title may be Life Scientist, but function may be Permit Writer)

Funding: A fingerprint check and, if needed, a background investigation will be funded through your Working Capital Fund (WCF)
Service Agreement. Please provide the Service Agreement No.: cdo0 . . (Your Service Agreement Account
Owner can help you with this.) Please Note: This SF 52 action will pot be processed unless the service agreement number is provided.

DIRECTIONS: Hiring officials or supervisors must complete this form for all personnel actions (appointments, details, promotions,
reassignments, recruitments) invoiving a change in position description exceeding 180 days. The completed form will heip the
Personnel Security Branch (PSB) determine the position’s appropriate risk level. This form must be submitted with the SF 52 package.
Answer all “Yes/No” questions based on the FPL position description. Where explanations are requested, attach additional pages, as
needed. If you have questions, please contact your local HR representative or service center.

1. Has the risk level of this position already been designated at the full performance level? D Yes ENO

What is the name of the incumbent of the above position?
If you answered “Yes" to question 1, please skip all remaining questions, print pages 1-2, and sign and date the form.

2. Is the position cne of the following predesignated positions? E/Yes D No
If “Yes,” please indicate the position below, answer question 3, skip remaining questions, print pages 1-2, and sign/date the form.

NOTE: Unless otherwise specified, these predesignations are effective up to and including Grade 13. Grade 14 and 15 positions
must be individually designated, requiring the completion of questions 3 through 18,

{:f Attorney—Moderate D IT Specizalist (Enterprise Architecture}—Moderate
a Bench Scientist, such as chemist, D IT Specialist (internet}—High

biologist, etc. —Moderate (117 specialist (Network Services)—High
[ contract Project Officer—Moderate D IT Specialist (Operating Systermn)—High
[ Contract Specialist—Moderate 117 specialist (Policy and Planning)}—Moderate
D Criminal Investigator (all grades, all positions}—High D IT Specialist (Security }—High
[ Deputy Division or Division Director—High []1T Specialist (System Administrator)—High
[IFinancial Specialist/Accountant/ [117 Specialist (Systems Analysis}—Moderate

Budget Analyst—Moderate D On-Scene Coordinator (all grades, all positions}—High
D Grants Project Officer—Moderate B'Permit Writer—Moderate
D Grants Speciaist (55 Tdand beluw)Low D Public Affairs SpecialisttCommunity Involvement
[ Grants Specialist (GS 13 and above)—Moderate Soordinator—Mpderats
D HR Specialist (Benefits}—Moderate D QA Scientist —Moderate
[J HR Specialist (Classification)—Low [JRCRA Corrective Action Officer—Moderate
[]HR Specialist (ER/LR}—Moderate [C]Remedial Project Manager—Moderate
[ HR Specialist (Generalist)—Moderate [[] site Assessment Manager—Moderate
[ HR Specialist (Staffing)—Moderate ] support Services Specialist—Moderate
[L1HR Speciaiist (Training)—Low [ Toxicologist—Moderate
D Inspector—Moderate
[:] IT Specﬁalist (Application Software}—High DOFG Employee (al! grades, all positions)}—High
D IT Specialist (Customer Service)}—Moderate l:l Other Known High-Risk Position—High
D IT Specialist (Data Management}—Moderate D Supervisor of High-Risk Employee(s}—High

3. Requires access to classified information or materiais? Yes E/No (If “Yes," include clearance justification
w/package.) What clearance level is requred‘? Secret Top Secret

NOTE: If you answered “Yes” to No. 2 and have answered No. 3, skip remaining guestions, print pages 1-2, and sign/date the form.
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SF 52 Request #:

Answer alf “Yes/No" questions based on the FPL position description. if explanations are requested, attach additional pages.

4. Requires access to sensitive information or materiais? DYes ENO (If “Yes," check all that apply.)
D EPA’s financial resources/records D Confidential business information

D Proprietary informaticn D Personally identifiable information {e.g., adcress)
DAudits (e.g., financial reviews) DSensiﬁve personally identifiable information (e.g., SSN, date of birth)
D Investigations (e.g., CID) [:] Other information that, if compromised, could cause harm (describe on separate page)
5. he scope of this positien is:
Local Regional D National D Global

6. The impact/potential harm this position could cause would be:
D Internal to EPA [-_-I Multi-Agency/Government-wide @geyond the Government

7. Position is a presidential or potitical appointment: [:[‘r‘es E/No

8. Requires access to hazardous or dangerous material (nuclear, biological, or chemical): DYes No
What materials are involved?

8. Makes policy that affects AAship, Regicnal or Agency operations (not simply local branch or section operations):
[yes No Describe:

10. Makes independent decisions or authoritative recommendations that are not subject to substantive verification or
supervisory approval/sign off. Yes No

11. Obligates the agency to take action or spend funds: DYes E’No

What actions?
What amount of funding typically? What is the ceiling?

12. Interacts with external contacts when performing duties and/or represents the agency to citizens or external
crganizations: Yes DNo (If “Yes,” check all that apply.)
Communicates with: Communication methods:
A personnel Shares factual information (e.g., technical or policy reporis, outreach, of

[ AGovernment entities outside of EPA public relations material)
udience beyond government, including @’Participates in meetings, conferencas, or seminars

media, private industry, academia, [:]Posts rmaterial on the EPA intranet or public website

environmental interest groups [ARepresents agency or negotiates/defends significant or controversial matters

43. Protects or identifies critical infrasiructure systems/programs, such as water treatment, other utilities, or
telecommunications: Yes No
What systems/programs are involved?

14. Directly enforces health regulations and/for protects public safety: [:{Yes Q/No

15. Investigates or audits government or nongovernment personnel, programs, andfor activities: [:[YES B{Qo
(Note: Relates to investigating and auditing, but not simply overseeing.)
What personnel, programs, and/or activities are involved?

16. Information technology (IT) ition that creates, programs, administers, or protects government IT systems, databases,
or infrastructure: Yes No (Note: Does not apply to positions that only use IT systems.)

17. Requires official EPA credentials: [ | Yes E{io
(Note: Credential bearers represent the agency and perform specific civil enforcement tasks, e.g., EPA inspecters.)

/
18. Other unique or critical characteristics/duties/requirements not previously covered? DYes No
Describe:

Mame (Please Print) Signature

Title Date
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~Fax . from

- 617 918 2671

Extramura

| Reso

i contracts, granss, ive agreements, and interag

urces Managemar;t i‘)ﬁﬁti.;;é-l-mckltst

. This checklist must be used with all PDs to identify the percentage of time an emplayee is engaged in dutles reiated 1o managing
i cooperati ¢ ! ency agreements. For positions requiring perfarmance of these duties for 25%
: ;;.)mw'e of the employees time, in addition o this checklist, such duties must also.be described in the body (mejor dutles area) of the

~:18—21-89 15:44 - Pg: 25

"Employee Information

T Percantage of Time Spent on EXtramural Resources
Manageme

Name 1 9SO oy o)1 e

—

This position has no extramural resources

]

|4

management responsibliies.

Position Number 000 63%69

Total extramural resources management duties |

|

otcupy less than 25% of fime.

Tite | Enve Scledhir / En gwe'ef / 9 o fugea Total extramural resources managemant duties .
! . occupy 25% fo 50% of time. These duties are
indicated below and described In the position
_ description. _ o
Series/Grade | 1 3 o ‘-,/ %1 / 4l 6 7-12, Total extramural resources management duties
: weemwsame—n —|.__| __1ocoupy more than 50% of time. These duties are___
B . e = nmmris i ~ indicated below and described in the position
P B - ..L i description. : : o
Organization | e I &K [ORZ [ Tmp
When this checklist is used u-‘ﬁ smendmentios position deacriphion, the foliowing signatures are raquired:
Supervisor's Signature < | Date L2LUTIO
| : £ L )
Personniel Spocialist’s Slgnaturs j ; Ml Sl UG oate | 18] 23] 05
rd if - [

Part §. Contracts Management Duties

Monitors management and peﬂonnénce of

Pre-award:

delivery orders/iwork assignments after award

Plans Procurements

Defines scope of work for work assiynments

Estimates Costs

roves nent reguests of ACH drawdowns
nent fequescs

Cbtains funding commitim

Manages cost-relmbursement cantracts

Prepares procurement requests ; Reviews invoices - ]
| Writes staternents of work : Inspects and accepts deliverables
" Reviews stalements of work I Other (iist)
 Processes unsolicitedpropesa)s . - i i
Responds to pre-awand inquiries = o
; Participates In pre-award conferences Close-out:

_Conducts fechnical evaluation of proposals

Writes reports on confracior performance, costs,

Participates in debriefing/protests

and tasks performed

Other {lists) Reconciles payments with work performanee
1 o o i Closss-out payments
"""" Parforms cost accounting
Post-award: . Provides assistance to Contracting Officer in ]
| Prepares delivary orders 1| seftling claims

Reviews contractor work plans £ | Other (fist) .
Reviews contractor progress repotts _f [
Monitors government-furnished property .Percentage of Time Spent on Contracts Management

. onitors cost. management, and overall fechnical

O

%

~ jperformance of contract after award

Contin




Fax:from 2 617 918 2871 16-21-89 15:45 Pg: 2
—Z21- : g- 26

P 2 rants/Coo raﬂ T ents Dutiss 11 lAdvisas Grants Mgnggemgnt Olﬁg of potential [

. ’ : problems/issuss
; ! Pmpplicatlo:m\m;ncatlon ~| Participates in decisions/actions to ensure
S [ Prepares soficitation for proposals successiul project completion and in decisions to
: Idgmfﬁes patential grantees for area of program impose sanctions
st BMPhASES ‘ Approves payments requests or AGH drawdowns
Makes im‘tial daterminations (M:ether projectis Reviews requests for modifications, additional
procurement or assistance, whether agency has funding, etc.. and makes recommendations o
legal authority, whether applicant is efigible, Granis Managoment Offica
whether funding I available efc) - Negotiates amendments
‘ i Provides administrative information fo applicants Reviews Cost/iPtice/Analysis for recipient
‘ i Determines appropriateness of applicant's ; corttracts/change orders (Superfund only)
tanjactivit and compliance with i When necessary, recommends termination of the _
! "o % fons and g:.ﬁa!mes and negotiates ehanges = ;_agreement )

Resolves with Grants Management Office
ministrative and financial issues
duets periodiic revnews to ensure compliance ]

i g

I “with appiicant :

i ""hssists applicant In resoiving Issues in appication [ -
For cooperative agreement, determines sub substantial i

I Fedeml_mgpl_vqm and develops a condition for _-jwith sgraement
- Other (list
ram capability
rves as resource to Selection Panel %ﬁ delivarables were satistactory and umelg
nforms applicants of funding decislons es assistance to recipients end Grants
: ther (hsy e L ementt)i‘f'mtoensuaume!yclose-out e
: oy @ Remndlas payment with work performed ]
nwnrd Notifies recipient of close-out requirements
. Prepares funding package, lncludtng iston Dhtains legal assistance if necessary fo resolve
_ Memorandum . ncomplete clasa-out
" “Obtains concumencesiapprovals : : is audltad 3d, responds fo lssues and ensures | _ |
eviews/concurs in completad document : raciplant complies with audit recommendations
[ Establishes project file —_Other (list) —
_Other (Est) '
1 — PPercentage of Time Spent on Grants/Cooperative
Project mﬂ.mmM:nmngn- reements Management ]
recipient’s activitios and ress ‘ .
reportﬂg_t_l_e!ﬂemblea and nohﬁas 51 o B -
feciplentof comments ___. N e . S S —
Prmdmedmml asgst;qngm_pie__..ﬁ_-......k.- L AT
8 _g._ Ir raeme Dut e i : !
Fre-Ag nt: ‘ i jonitors cost management and overall technical
lans and negotiates work effort
shimates costs arth g in decigions about prqact )
Obtgins funding commitments . icationiter nﬁnaﬂon
Praparas commiiment n wmnuhw:m notice : nducts periodic review of Superfund State P 1
tes or raviews £cops of __gygﬂg e - i Contracts pavments recaipts (Suparfund only) R
: Responds to pm-ag_raemglt,lnq_gos —tt inspects and accepts defiverables |, . | ]
' Participates in pre-agreement co t conferences i Dther {list) e i
oordinates with appropriate staff in developing | . . ;
“Independent Government Cost Estimatas timates (IGEs) clote-out- e
Negofiates and ensures execution of SUQaﬂund . Reviews final report e
State Contracts (Superfund only) Decides on disbursement of equipment
Parforms technical evaluation of work plan and Reconciles payments with work performed
B budget " Reviews Superfund State Contracts to ensure full |
repares funding package and obtains necessary reimbursement (Superfund onty) "_
concumences : . erlifies delivarables
[ Other st ' ‘ esolves close-out issues wilh Grants Management
R - : Office/other aaency, : = s
e ' ] Other (list) _
Project M; Mggggemnnﬂhdmlnlatruﬂun e : . o
1 Reviews progress reportsiinancial reports Percentage r.trf Time Spent on Inferagency Agreements
Managsment:

______ H fry : .

TOTAL P. 268



